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Webinar tips

Please keep lines muted

Full Screen = ™. button upper right of meeting room

Exit full screen = ESC key

Ask questions at any time

Note — screens shown today are from our demonstration
system (for training purposes only); your system views

may vary

To ensure client confidentiality for
all participants in this training,

please do not share organization

names (yours or others’).
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Topics covered

By attending this course, you will be able to:

AN N N N N

Navigate Access Online

View My Personal Information

View account information and statements
View cardholder processes

View transactions

Locate additional training and resources



Login and basic navigation
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Access Online login screen

https://www.access.usbank.com

Contact Us

Login Welcome to Access Online! Tips for using Access Online:

Flease enter the information below and login to begin. * Use internal navigation links

+ = required instead of browser buttons

Organization Short Name:*
| | Type your Org Short Name: CASTP

* Always allow pop-ups for

statements, reports and more
User ID:* User ID and Password P

Password:"
| Click the “Forgot your

* Logout will occur after 15

minutes of inactivity (with

option to resume)

password?” link after TWO
Login

unsuccessful login attempts
Forgot your password?

to reset your own password

Register Online

Activate Your Card | Change Your PIN [EISENMCISNIEJlele i1

@ 2021 Elavon, Inc. Accessibility Policy

R21.07.00020210711-0903 Demo Col 1 09-16-2021 09:22:06 CDT

Client Training | Proprietary



Other possible login methods

Login

Authentication Question

Enter the response to your authentication question. If you need assistance, please
contact your program administrator.

* = required
User ID: jpstutz10 Authentication questions are set
Organization Short Name: bpsim up when a person first logs into

Access Online and are used for:

In what city or town did your mother and father meet? *
- Additional security for Program

Administrators

- Forgot your password process

for password resets
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Enhanced Security Authentication

Enhanced security

* Request a one-time passcode
via text or email

e Use the “Remember this
device” setting so you don’t
have to use on-time passcode

every time

Client Training | Proprietary

Login

Enhanced Security Authentication

Please choose a method to verify your identity.

® Text Passcode

Mobile Number: ******1779

 Email Passcode

Email Address: jas** ™ ******* @ com

You expressly consent 1o receiving text messages. Message and data rates
may apply and you're responsible for any such charges.

== Back



Access Online Home screen
- [»
0Ebank Access Online ChatWith Us  Log Out

e o Aueue Welcome to Access Online

Active Work Queue
System Administration

Account Administration .
Transaction Management Language Selection:
Account Infoermation ; :
Reporting | American English v |
Data Exchange Message Center

My Personal Information

Message(s) from Access Online
Home )
Access Online Language
Contact Us .
Selection area.

Training 2
Access Online Message Center.

Left navigation menu.




Access Online Home screen Cont.

(Ebank Access Online

J

Chat With Us

[

Log Out

o o Aueue Welcome to Access Online

Active Work Queue

System Administration

Account Administration

Transaction Management

Account Information

Reporting

Data Exchange Message Center

My Personal Information
Message(s) from Access Online

Home

Contact Us

Training

Use Resource center links.




Access Online Resource center

(Ebank Access Online

o o Aueue Welcome to Access Online

Active Work Queue

System Administration

Account Administration

Transaction Management

Account Information

Reporting

Data Exchange Message Center

My Personal Information
Message(s) from Access Online

Home

Contact Us

Training . .
View the announcements and How-to-guides

Resource center

Announcements

How-to guides
Quick tips

10



Managing personal information
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My Personal Information

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transactlon Management
Account Information
Reporting

Data Exchange

My Personal Information

Home

Contact U=

Training

Client Training | Proprietary

My Personal Information Click Login Information to change your
password or update authentication

| User ID:

questions/responses.

Login Information | 4=
C-hange your sysiem password and create or modify an authentication response that will be used when
resetting a password.

» Enhanced Security Preferences Click Contact Information to

view/update user Id information.

Contact Information | 4=
Update your user 1D contact information (name, address, phone no., etc.).

« Email Notification

Manage Account Access

View access rights and user specific information, such as accounts and hierarchy level access.
s Add Accounts

Manage Accounting Code Favorites
Add favorites, enable favorites to be selected when reallocating and managing allocations, and delete

existing favaorites.

Account Alerts
Enroll, view, or update your Alert preferences.

12



My Personal Information page with Email Notification link

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

Data Exchange

My Personal

Information

+ Login Information

« Contact Information

* Backup for Manager
Approval Queue

« Manage Account Access

« Manage Favorites

= Account Alerts

Home

Email Center

Contact Us

Training

Government Services

My Personal Information

| User ID: PA1AGENCY

Login Information
Change your system password and create or modify an authentication response that will be used when
resetting a password.

o Enhanced Security Preferences

Contact Information
Update your user ID contact information (name, address, phone no., etc.).

Backup for Manager Approval Queue
Select who should approve transactions in your Manager Approval Queue when you're unavailable.

Manage Account Access
View access rights and user specific information, such as accounts and hierarchy level access.

o Add Accounts

Manage Accounting Code Favorites
Add favorites, enable favorites to be selected when reallocating and managing allocations, and delete
existing favorites.

Account Alerts
Enroll, view, or update your Alert preferences.

A/OPCs can set up email notifications
for other users in a user profile —

System Administration > User Profiles

Approving/
Billing Officials

Cardholders

13



Email notifications, part 1

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management
Account Information
Reporting

Data Exchange

My Personal

Information
« Login Information
= Contact Information
« Backup for Manager
Approval Queue
« Manage Account Access
* Manage Favorites
= Account Alerts

Home

Email Center

Contact Us

Training

Government Services
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My Personal Information
Email Notification

| User ID: PATAGENCY

To receive an email notification, select the specific process and corresponding scenarios, timing or accounts.

* = required

Email Address: *
IIA.ADAMS@ACME.GOV

Preferred Output Language: = American English v | (i)

Status Notifications

Data Exchange (i)
All
Successful Upload
Unsuccessful Upload
Successful Download
Unsuccessful Download

Dispute Status Email Notification
Send notification when the status of my dispute changes.

Approving/
Billing Officials

14



Email
notifications,

part 3

Client Training | Proprietary

[¢] Password Expiration Email Notification
Send notification 10 days and 3 days prior to password expiration.

elj Pending Cardholder’s Transaction Approval

& Daily
Weekly: v
elj Pending Approver’s Transaction Approval
@ Daily
Weekly: v

Effective Date Maintenance Notification @
v Send notification when a Merchant Authorization Control (MAC) effective date request fails.

Send notification when other types of effective date requests fail (excluding MAC).

Payment Plus Email Notification @
[] Payment Requests
¢ Daily
Weekly: v

Sent notifications to the specific user when:
Final Approved - Requestor will receive notification when Final Approved.

Rejected - If rejected to you, you will receive notification.

Declined - If declined to you, you will receive notification.

Send Pending Approval notifications
Send notification only when there are requests pending approval in my Manager Approval Queue.
Send notification whether or not there are requests pending approval in my Manager Approval Queue.

Rejected Transaction Email Notification (i)
vl Send rejected transaction notifications.

Approving/
Billing Officials

3
w

Cardholders

15



Email notifications, part 4 — statement notification

Account Notifications
Select accounts below to receive email notification when a statement is available in Access Online.

User ID Accounts

Account Number Account Name Account Type Statement

Viewed Accounts (Through Assigned Hierarchies) Approving/
Billing Officials

Add Managing Accounts | Add Cardholder Account

Account Number Account Name Account Type Statement Action
1477 JUDY BAHAR  Cardholder " Remove

<< Back to Personal Information

Client Training | Proprietary 16



My Personal Information cont.
Request Smtus Cueue My Personal Information

Active Work Queus
System Administration
Account Administration | User ID: |
Transactlon Management

Accownt Information

Reporting Login Information
Mtz Ecrturgs Change your sysiem password and create or modify an authentication response that will be used when

My Personal Information

resetting a password,

Home ° Rohanced Sequity Preferences Click on Manage Account Access to view the

Contact Us Contact In fion user access rights (FEG, hierarchies, account

Training Update your user ID contact information (name, address, phone no., etc.).

assignments).

« Email Notification

Manage Account Access (7
VIEW aCCess nghts and User specific information, such as accounts and hierarchy level access.

s Add Accounts

Manage Accounting Code Favorites

Add favorites, enable favorites to be selected when reallocating and managing allocations, and delete
existing favaorites.

Account Alerts
Enroll, view, or update your Alert preferences.

Client Training | Proprietary 17



Viewing cardholder account information

Client Training | Proprietary
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Account information on the main menu

(Ebank Access Online

. [

Chat With Us Log Out

Request Status Queue
Active Work Queue
System Administration
Account Administration
Transaction Manaagement

Welcome to Access Online

Account Information ‘7
PSPPI

Data Exchange

My Personal Information

Home

Contact Us

Training

Go to Account Information.

Message Center
Message(s) from Access Online

Language Selection:

| American English v |

19



Account statements or profiles

Request 5tatus Queue -
Active Work Queue Account Information
System Administration

Account Administration

Event Driven Notification

Order Management Statement

Transaction Management

Account Information View account statement(s).

» Statement = Cardholder Account Statement {7 Goto Cardhold.er Account
» Account Profile M a A St J[ Statement to view the
Reporting » Managing Account Statemen NN———
Data Exchange s Diversion Account Statement

My Personal Information

Account Profile
View account demographics, limits, accounting code, and other related information.

Home

Email Center
= Cardholder Account Profile

» Managing Account Profile
Training s Diversion Account Profile

Contact Us

Government Services

Client Training | Proprietary 20



Cardholder Account Statement
Ca rd holder Search & Select an Account

account View Diversion Account | View Managing Account

statement search Cardholder Account Search

screen Search for an account by Cardholder Account Number, Account Unique |ID, Name, or Social Security
Number. You can also find a cardholder account by first Searching for a Managing Account.

Account Number (Last 4):

Use the boxes to help
narrow down your search or

Account Unique ID: (i)

ey

OR use the Wild Card Pull.

Last Name (or Vehicle Name): First Name:
OR (o4

Social Security Number:

OR

Client Training | Proprietary



Search and select an account

Cardholder Account Search

Search for an account by Cardholder Account Number, Account Unigue ID, Name, or Social Security
Number. You can also find a cardholder account by first Searching for a Managing Account.

Account Number (Last 4):
Account Unique ID: (i)
OR ‘ |

Last Name: First Name:
OR ‘% | |

Social Security Number:

R[]

Click the blue, underlined Records 1-14.of 14
link to S€|€Ct the account to Product Name Cardholder Name Account Number Account Unique ID Account Status Status Description
view Purchasing JUDY BAHAR i VY i 0305-9170-1227-3840 -OPEN
- i ANTDN'D FREREREXEE LK
Purchasing CAMINO 5090 0305-9172-4592-5871 -OPEN
1 K‘ATH LEEN EEXRTXERTRERL
Purchasing COEFEY 1485 0305-9170-1297-6001 -OPEN
1 EAMON Er
Purchasing DOUGHERTY 5108 0305-9172-4571-9335 -OPEN

Client Training | Proprietary 22



Statements screen

Account Statements

Your statement will populate
as a PDF allowing you to

MEGAN A ACKERMAN
Account Unique ID: 0142-5162-8055-0062 (i)

I\! /I

Account ID: 1722-4561-9012 | Account Number: **4561

save.

Please Mote: The statement can't be used for remittance of payment, it's for display purposes only.

View account profile

2023

() 04/10/2023 (PDF)

2022
| ) 11/10/2022 (PDE)

RELLALELPZECHISEM Click the link of the
BRI I agl Statement you wish to view.

| ) 06/10/2022 (PDF)

2021

| ) 11/10/2021 (PDF)

Client Training | Proprietary

|) 05/10/2022 (PDF)

[) 04/11/2022 (PDF)

[) 03/10/2022 (PDF)

) 01/10/2022 (PDF)

Ebank

U.S BANCORP SERVICE CENTER
braks PO Bax 6343
EESH Fargo, ND 58125-6343

[t

e e e B e
] 81709162662 5

TEST-ACME DEMO PCARD

ACCOUNT NUMBER

STATEMENT DATE 04-10-23
TOTAL ACTIVITY 3.00

"MEMO STATEMENT ONLY™

00 NOT REMIT PAYMENT
200
DATE DATE TRANSACTION DESCRIPTION REFERENCE NUMBER MCC AMOUNT
0316 03.07 PEPPERMILL HOTEL BLAT DALLAS TX T470B263075075000002516 3796 662 80CR
0316 03.07 PEPPERMILL HOTEL BLAT DALLAS TX T4TOB263075075000000791 3796 662 60
Default Code: 123430223144444HMRESI21|
ACCOUNT NUMBER ACCOUNT SUMMARY
CUSTOMER SERVICE CALL
PREVIOUS BALANCE 00
B800-344-5696 DATE| DISPUTED AMOUNT
PURCHASES &
[YRTE-Y 500
CASH ADVANCES .00
‘SEND BILLING INQUIRIES TO: AMOUNT DUE
$0.00 CASH ADVANCE FEE 200
/0 U5 BANCORF SERVICE CENTER, BC
LS. BANK NATIONAL ASSOCIATION DO NOT REMIT
F.0. BOX 6335 CREDITS 266260
FARGO, ND 551256335
TOTAL ACTIVITY $0.00
COPYRIGHT 2008 115, BANK NATIONAL ASSOCIATION PAGE 1 OF 1
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Cardholder account profile main page

Request 5tatus Queue -
Active Work Queue Account Information
System Administration

Account Administration

Event Driven Notification

Order Management Statement

Transaction Management

Account Information View account statement(s).

* Stalement » Cardholder Account Statement
» Account Profile )
Reporting = Manaqging Account Statement
Data Exchange s Diversion Account Statement

My Personal Information

Account Profile

Home
View account demographics, limits, accounting code, and other related information.
Email Center
= Cardholder Account Profile
Contact Us = Managing Account Profile
Training » Diversion Account Profile

Government Services
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Cardholders’ account profile link

Cardholder Account Profile
Cardholder Account Summary

Card Account Mumber; *=======1477 JUDY BAHAR Switch Accounts
Card Account ID: 002714774009

Select an item below to view its contents. You can also View a Managing Account

View Account Profile
View account information such as Account Owner Details, Account Details, Default Accounting Code,

Authorzation Limits.

Account Authorizations
View Account Authorization information such as Request Type, Request Source, MCC, and Transaction

Amount.

Client Training | Proprietary
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Cardholders’ account profile

@ JUDY BAHAR

Product Account

Purchasing Unique ID: 0305-9170-1227-3340

ID: 0027-1477-4009
Number: **1477

Organization Name (optional) (i)
DEMO AGENCY

Processing Hierarchy (i)
sShow All Hierarchy Names
3059-0073-64990-00000-0000

s
L

Optional 1 {optional)

Managing Account

Name: ACME AGENCY 2

Unique ID: 0305-9170-1281-4080 {i:}
ID: 5555-4993-4009

Number: **4993

Third Line Embossing (optional)

e Account Overview

Summary (i)
Account Status
Credit Limit

Available Credit

Client Training | Proprietary

Open
$3000

$3000

P

Payment Information (i)

-

Statement Balance -

Current Balance $0.00

D View Statements

26



Account Information/Profile

R t Status Q =
Aetve Work Ouete Cardholder Account Profile
System Administration Cardholder Account Summary

Account Administration
Event Driven Notification

Order Management Card Account Number: **= 55583 ROSEANNE BUTLER Switch Accounts
Transaction Management Card Account ID: 059056833033
Account Information
- staiement Select an item below to view its contents. You can also View a Managing Account
* Account Profile
Reporting
Data Exchange View Account Profile

My Personal Information

View account information s punt Details, Default Accounting Code,

Authorization Limits.

Click Account Authorizations

Home

Email Center Account Authorizations

Contact Us View Account Authorization information such as Request Type, Request Source, MCC, and Transaction
B Amount.

Training

Government Services
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View a message if there are no transactions

Request Status Queue
Active Work Queue
System Administration
Account Administration
Event Driven Notification
Order Management
Transaction Management

Account Information
- Statement
= Account Profile
Reporting
Data Exchange
My Personal Information

Home

Email Center
Contact Us
Training

Government Services

Client Training | Proprietary

Cardholder Account Profile
Cardholder Account Summary

Card Account Number; *** 5583 ROSEANNE BUTLER Switch Accounts

Card Account ID: 059056833033

No transactions occurred

@ There are no authorizations for this account. 4 within last 72 hours

Select an item below to view its contents. You can also View a Managing Account

View Account Profile
View account information such as Account Owner Details, Account Details, Default Accounting Code,

Authorization Limits.

Account Authorizations
View Account Authorization information such as Request Type, Request Source, MCC, and Transaction

Amount.

28



View the authorization table if there are transactions — 72 hours

R t Status Q -
Acthro Work Guste Cardholder Account Profile
System Administration Account Authorizations

Account Administration
Event Driven Notification

Order Management
Transaction Management

Card Account Number: #5583 RO

Card Account ID: 059056833033

Check for page numbers

Switch Accounts

Account Information
« Statement
« Account Profile
Reporting
Data Exchange
My Personal Information

Home
Email Center
Contact Us

Training

Name-
lecords 1-2of 2

Auth Date
03/11/2022

03/11/2022
03/11/2022
03/11/2022

- 03/13/2022

Government Services
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Auth Time

09:04 PM ET

07:38 PM ET
06:22 PM ET
03:18 PM ET

11:05 PM ET

Response

Not
Decline

Approved
Approved

Approved
Do not
honor

Auth Number

005014

068575
089787
021145

<< Back to Cardholder Account Summary

Type of Request
Purchase

Mail/Phone Order
Mail/Phone Order
Mail/Phone Order

Mail/Phone Order

Transaction Amount
$0.00

$169.75
$99.18
$150.69

$1,072.80

=
0
0

5599

9964
5599
5599

5599

MCC Description

MISCELLANEOUS AUTOMOTIVE

CATALOG MERCHANT
MISCELLANEOUS AUTOMOTIVE
MISCELLANEQUS AUTOMOTIVE

MISCELLANEOUS AUTOMOTIVE

29



Responses and descriptions

Name:
Records 1 -2 of 2

Auth Date
03/11/2022

03/11/2022
03/11/2022
03/11/2022

- 03/13/2022

Auth Time

09:04 PMET

07:38 PMET
06:22 PM ET
03:18 PM ET

1105 PMET

Client Training | Proprietary

@F‘U /
Not
Decline
Approved
Approved

Approved
Do not

honor l

Auth Number

0035014

068575
089787
021145

Not Decline - the transaction was run for SO.

A transaction needs to be greater than SO.

Approved - the transaction successfully

posted to the account.

Type of Regus
Purchase

Mail/Phone Order
Mail/Phone Order
Mail/Phone Order

Mail/Phone Order

Transaction Amount MCC MCC Description

$0.00 5599

$169.75 5964
$99.18 5599
$150.69 5599

$1,072.80 5599

MISCELLANEOUS AUTOMOTIVE

CATALOG MERCHANT
MISCELLANEOUS AUTOMOTIVE
MISCELLANEOUS AUTOMOTIVE

MISCELLANEOUS AUTOMOTIVE

Do not honor - the transaction declined.

Declined (not pictured) - the transaction declined.

30



Click the Auth Time for more details

R t Status Q -
Acthro Work Guste Cardholder Account Profile
System Administration Account Authorizations

Account Administration
Event Driven Notification

Order Management Card Account Number: ****=5553 ROSEANNE BUTLER Switch Accounts
Transaction Management Card Account ID: 059056833033
Account Information
= Statement .
« Account Profile Name:
Reporting Records 1-20f2
DataExchange Auth Date Auth Time Response Auth Number Type of Request Transaction Amount MCC MCC Description
My Personal Information
03/11/2022 09:04 PM ET Not . 005014 Purchase $0.00 5599 MISCELLANEOUS AUTOMOTIVE
Home Decline
Email Center 03/11/2022 07:38 PM ET Approved 068575 Mail/Phone Order $169.75 5964 CATALOG MERCHANT
Contact Us 03/11/2022 06:22 PM ET Approved 089787 Mail/Phone Order $99.18 5599 MISCELLANEOUS AUTOMOTIVE
03/11/2022 03:18 PM ET Approved 021145 Mail/Phone Order $150.69 5599 MISCELLANEOUS AUTOMOTIVE
Training
. 1 03/13/2022 11:05 PMET Do not Mail/Phone Order $1,072.80 5599 MISCELLANEOUS AUTOMOTIVE
Government Services honor

<< Back to Cardholder Account Summ3

Click the time stamp for the declined transaction
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Review decline information

Cardholder Account Profile
Account Authorizations

Switch Accounts

Card Account Number: ** === 55583 ROSEANNE BUTLER

View the Decline tab.

Auth Dgfte: 03/13/2022  Auth Number: MCC: 5599
Auth Pime:11:05 PM ET Type of Request: Mail/Phone Order MCC Description:MISCELLANEOUS AUTOMOTIVE

Respgonse:Do not honor Transaction Amount:$1,072.80

Decline r Account r Merchant r Parent r Diversion r Process I

Decline Reason: 0048 - 0048 Not enough available money ¢ : :

: . Find the decline reason.
Decline Level: Individual
Velocity Type: Not Declined for Velocity

<< Back to Account Authorizations
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Corporate versus individual decline

Deacling |’ Account r Merchant r Paraent r Diversion r Process |

Individual means the transaction

Decline Reason: 0048 - 0048 Not enough _auasaeteTioney declined at the cardholder level
Decline Level: Individual 4

Velocity Type: Not Declined for Velocity

Corporate e e ‘ Decling r Account r Merchant r Parent r Diversion r Process |
Decline Reason: 0048 - 0048 Not enough available money
Decline Level: Corporate

‘ Velocity Iype: Not Declined for Velocity

transaction declined because

of the managing account level

Client Training | Proprietary
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View Cardholder processes

Client Training | Proprietary
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Card account activation

There are two options to activate a card:

* Click the link on the Access Online login page
(Google search for Access Online)

e Call the phone number on the back of the card

(1-800-344-5696)

Client Training | Proprietary




Online card activation

Contact Us

Login

Client Training | Proprietary

Welcome to Access Online! Information needed:
Please enter the information below and login to begin.  16-digit account number
* = required

Organization Short Name:* Expiration date

I |  Last four digits of the work phone number
User ID:*

Password:*

Login

on your card account

Click Activate Card

Forgot your password?

Reqister Online

Activate Your Card hange Your PIN

36



Activate Your Card-Information page

Client Training | Proprietary

(Ebank. Access Online

Activate Your Card - Information

Enter Card Information
Complete the fields below to activate your card.

All fields required unless noted as (optional).

Card Number

Expiration Date

Maonth v Year v

Work Phone
Last 4 digits

Cancel

Input the card

information to

activate the card.
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Personal Identification Number

What is a PIN?

* When you activate your card, select a 4-digit PIN

* A PIN may be required by some merchant terminals or for some
transaction types, such as cash advances

* Many transactions outside of the United States require a 4-digit PIN

e Change your PIN on the Access Online Home page or through the IVR

* Toset up a PIN if you don’t set it up upon activation, you will need to
call customer service for a PIN Mailer to get it set up.

* A Program Administrator may go to Account Administration, Cardholder
Account Maintenance, Account Details and click a link to Request PIN to
have a PIN Mailer sent for a card. This link only displays if there is no PIN

on the card.
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Caller verification - Cardholders

e Call Card Member Services at 1-800-344-5696
e The Customer Service Representative will ask for first and last
name and 16-digit account number as well as three of the
below pieces of information to verify identity.
o Full address, as it appears on the account.
o Home or business phone number.
o Employee ID
o Last four digits of SSN (or 4-digit Activation Code).
o Date of Birth
o Credit Limit

o Single Purchase Limit

e |f the cardholder is unable to verify three pieces of
information from this list, they will be referred to their
Program Administrator to ensure their personal data is

reviewed and updated within their organization.

Client Training | Proprietary
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Log into Access Online and navigate to Contact Us

0Ebank Access Online

. [

Chat With Us Log Out

e o e Welcome to Access Online

Active Work Queue
System Administration
Account Administration

Transaction

Management

Account Information

Reporting

Data Exchange Message Center

My Personal Information

Home

Contact Us

Training

Message(s) from Access Online

)
Select Contact Us

Language Selection:

| American English v |

Proprietary | Client training
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Log into Access Online and navigate to Contact Us

0Ebank Access Online

Request Status Queue

Active Work Queue Welcor
System Administration

Account Administration

Transaction Management

Account Information

Reporting

Data Exchange Message

My Personal Information

Home

Message(s)

Contact Us

Training

Contact Us

Cardholder Account Support
Lost or stolen cards, PINS, telepay.

United States
800.344 5696 (Toll Free) e
701.461.2010

. [

Chat With Us Log Out

Access Online Technical Help Desk

U.S. Cardholder
877.887.9260 (Toll Free)
701.461.2028

U.5. Program Administrator
877 452 8083 (Toll Free)
701.461.2900

U.S. Email
accessonlinesupport@usbank.com

Dispute Fax Number & Address

U.S. Dispute Fax
866.229 9625 (Toll Free)

U.5. Dispute Address
Cardmember Service

PO. Box 6335

Fargo, ND 58125-6335

Close

Use the phone number for

Custom Service.

Proprietary | Client training
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Fraudulent transactions

identified

* When you call to notify the bank that your card has
been lost or stolen, the representative reviews your
transactions with you. (Notify the bank within 90
days of transaction posting date.)

 If one or more transactions are identified as

fraudulent, a Case Processor is assigned for

processing.

Proprietary | Client training
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Next steps

The bank case processer sends a statement of fraud:

1. Via U.S. Postal Service to the address that appears in the Account Owners area of your card account profile.

2. If requested during the initial contact, we can use the email address on file.
3. The statement of fraud must be signed and returned to the bank
by the cardholder within 21 days from the date it was generated.
e You can complete the form and send it back by email. If you
received it by email, just reply to the original email and attach the completed form.
e Ifitis not returned within 21 days, the fraud case will not get processed and paid.

e An investigator may be assigned to a case to work with Law Enforcement if needed.

Proprietary | Client training
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Sample Statement of Fraud

CARDMEMBER SERVICE
P.0. Box 6333
Farzo, ND 581256333

[*LONG DATE] Cass Number: [#CASE D]

[*CARDHOLDER NAME]
[*SECONDARY CARDHOLDER]

[*CARDHOLDER ADDRESS 1]

[*CARDHOLDER ADDRESS 2]

[*CARDHOLDER CITY] [*CARDHOLDER STATE] [*CARDHOLDER ZIP CODE]

Account Numsber Endimg With: [*ACCOUNT LAST FOUR]

Dar [*CARDEHOLDER NAME]:

Plsase sign and retum these twe (1) Statemseat of Frand forms to the abovs address by [*RETURN DATE]. Ws bave saclosed a return smvelops for your
COnVERIOCE.

1. do heraby cartify, state and declamo under panalty of parjury that the following statemens(s) is/are tme: (Place an ¥ by the applicable information)

I am claiming that ooy Credit Cards were LostStolan

I am claimving shat zoy Credit Cards wers mever recaived.

T 2n claimming shat I bave ary Credit Casds in my possession and thers are Unantberized Tramsaction(s) on mv Accosnt.

T 2n clairsing shat this account was opsaed Sendulsztly. T did sot apply for the abovs refsrnced 2coosmt nember. Dhave rcsived oo bensdit in regard
to this accomnt £ I have no knowledgs of this acconnt, ner kzow of any parson(s) invelwed in the elbtaining, receiving or signing of this application.

§f passible provide the fallawing mformation:

Lost'Stolan Date » Date Card Last Used:

Suspect’s Mama

A any ether cards or Identification items puissng)stolea? YN Floass list items
Police mepest fled? PV HYos: Casa £ Dizto Filad
Polics Dapt Phoms Numbar, Ioestigation O%hcer

I navar recaived a Debit'Credit Card in the mail. KW
Card is in m=y posseusion FN

I harshry stats that I neither persomally antherized nor pave swthoriny to participate i the st of atached ransactions. The last time Iwe msed the cards(s) was on
Please provide us with addittoma] informaticn relating to this chimmgarding pemon(s) that may have been suspect. If additional reom i needed you may
continss on the attached pagee

Please read and complete dhe follawing informatian.
FWe wnderstand thar all alleged fravculenr or uncuthorized cord usege wr.
agency. ['We aiso agree 1o coaperate in the tvesnganion of our case and

mvestgated amd thar swch may be referred to the gppropricte kw enforcement
1y prasecution of mdhidualis) charged with fraudulens or unautherezed card usage.

T wnderstana thar my fatlure 1o spply written nedficadon thar may only be sbtamed from me to facitae the e sgarion meay reswit in the reversal of the
tewmpargry provinona credit. Pleaave be aware thar completmy the requested documrertarion wail aoast ax w our abullty fo oreestigate ties cham,

FPrmary Cardielder Signarure s

Secondary Cardholder Sgnane Diate
CARDE: [SACCOUNT NUMBER]

I£ yom have amy questions conceming pomr account, please contact ws at [*BIN TELEPEIONE] fax: [*BIN FAY]. Fraud Provention Reprasantativos are availsbla
24-hours a day, 7 days a wesk.

Sincarsly,

[*REPNAME]
Cardmamber Service Rapressatative

Dirsct [*REP PHONE NUMBER]

Tell Fres [*ED¥ TELEPHONE] EXT. [VREP PHONE EXTENSION]
Fax [+BIN FAX]

Proprietary | Client training

Please review the charges listed om the transaction report carefully. If the st of
imdicate chat by circling the cranzacten(s) and placing yeur initials nezt to them. Circling and izitialinp a trazsaction will reselt in the provizisnal credit
associated with that ramsaction beinz reversed.

saction: includes azy that you suthorized, or izifiated. please

STATEMENT OF FRAUD

I [*CARDHOLDER NAME], did mot use my [*CARD TYPE], accoust mumber [* ACCOUNT NUMBER] to maks the below transaction(s), nor did I give
amypome permission 1o wse my same or account aumber to make the puschase(s).

[*LIST FRAUD CHEI]
[*LIST FRAUD CHGY]
[*LIST FRAUD CHGJ]
[*LIST FRAUD CHG4]
[*LIST FRAUD CHGY]
[*LIST FRAUD CHG4]
[*LIST FRAUD CHGT]
[*LIST FRAUD CHGY]
[*LIST FRAUD CHGS]
[*LIST FRAUD CHEG10]
[*LIST FRAUD CHG1I]
[*LIST FRAUD CHG12)
[*LIST FRAUD CHG13]
[*LIST FRAUD CHG14]
[*LIST FRAUD CHE15)
[*LIST FRAUT CHE16]
[*LIST FRAUD CHGIT)

CARDHOLDER SIGNATURE

[*REP NAME]
Cardmambes Service Rapressatative

Diract [+*REP PHONE NUMBER]

Tell Fres [*BIN TELEPHONE] EXT. [*REP PHONE EXTENSION]
Fax [*BIN FAX]

Cardmansber Service PO, Box 6335, Fargo, ND 58125-6335.
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Get an update on a fraud claim

If you need an update on a fraud claim, call the bank Fraud
Department at 1-800-523-9078 for fraud detection
or 1-800-815-1405 for claims support.

Optionally, you can call the case processor directly using the

contact information provided to you in a letter or email.
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Set up Account Alerts

0Ebank Access Online

. [

Chat With Us Log Out

e o e Welcome to Access Online

Active Work Queue
System Administration
Account Administration
Transaction Management .
Account Information Go to the link for My Personal
Reporting

Data Exchanae

My Personal Information

Information.

Message
— Message(s) from Access Online

Home

Contact Us

Training

Language Selection:

| American English v |

Proprietary | Client training
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Account Alerts

Request Status Queue
Active Work Queus
System Administration
Account Adminlstration
Transactlon Management
Account Information
Reporting

Data Exchange

My Personal Information

Home

Caontact Us

Training

Client Training | Proprietary

My Personal Information

I User ID: I

Login Information
Change your system password and create or modify an authentication response that will be used when

resetting a password,

o Enhanced Securty Preferences
Contact Information

Update your user ID contact information (name, address, phone no., etc.).

e Email Motification

Manage Account Access
View access rights and user specific information, such as accounts and hierarchy level access.

s Add Accounts

Manage Accounting Code Favorites
Add favorites, enable favorites to be selected when reallocating and manadging

existing favorites. Click on Account Alerts to enroll or

update alerts.

Account Alerts <+
Enroll, view, or update your Alert preferences.
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Account Alerts main page

Account Alerts
Alert Destination for All Accounts Enter you email address and phone number
Email Address is required for email alerts. Mobile number is required for where alerts will be sent.

text alerts. When you provide a mabile number, we'll send you a text
message that needs to be confirmed within 72 hours. Fraud text alerts
are sent as triggered, Event and Purchase alerts are sent between 8 a.m.
and 9 p.m. CT.

Email Address

Mobile Number (U.S. and Canada only) Enter in the account for the alerts. Also select a

Language.

To find out if your carrier is supported, Contact Us.

Account Selection

Account Preferred Output Language:

v American English v
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Set up Fraud Alerts

Alert Types

Fraud Alerts

Alert Type

Event Alerts

Purchase Alerts

Enrolling into an alert prevents others from enrolling into same alert for this account.

Suspicious activity is detected on enrolled accounts

Proprietary | Client training

Select email and or text for the type of

alert you want to receive
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Set up Event Alerts

Alert Types

Fraud Alerts Event Alerts Purchase Alerts

Select email and or text for the type of alert you

want to receive.

Enrolling into an alert prevents others from enrolling into same alert for this account.

Alert Type

Card is activated

Card is requested

Credit limit is changed

Daily account balance

Payment is made

Personal information is changed

PIN on my card is changed

Proprietary | Client training
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Set up Purcahse Alerts

Alert Types

Fraud Alerts Event Alerts Purchase Alerts

Select email and or text for the type of alert you

want to receive.

Enrolling into an alert prevents others from enrolling into same alert for this account.

Alert Type

Purchase is declined

Purchase amount exceeds

Balance reaches or exceeds

Up to three thresholds may be entered

of my credit limit

Payment is due in

Maximum is 14 days before payment is due.

days

Proprietary | Client training
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Purchase alerts tab, part 2

Cash is withdrawn from my account

Account balance is

4 or more

Available credit is

4 or less

Purchase is made via mail or telephone
Purchase is made over the internet

Purchase merchant type

0 Selected v

Proprietary | Client training
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Purchase alerts tab, part 3

Purchase is made inside/outside the selected states _I [j
Inside

Qutside
Select States (Maximum of 25 states allowed)

0 Selected hd

Purchase is made inside/outside the selected countries | [ ]
Inside
Outside

Select Countries (Maximum of 25 countries allowed)

0 Selected v
Purchase is made (+] (]
Miles ZIP/Postal Code

5 WoiT) 55423

By providing your mobile phone number, you expressly consent to

receiving text messages. Canadian phone numbers will automatically .
receive a monthly regulatory message via SMS text if they are enrolled ReVIEW d nd agree tO te rms a nd
nto any text alerts. Message and data rates may apply and you are
responsible for any such charges. Please review our Privacy Policy

conditions for text alerts

You must view and agree to the Terms and Conditions to submit alerts

| have read and agree to the Terms and Conditions agreement

Select Submit

Cancel Submit
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View transactions

Client Training | Proprietary

55



Click Transaction Management

(Ebank Access Online

. [

Chat With Us Log Out

O — Welcome to Access Online

System Administration

Transaction Management - Select Transaction Management.
Account Infoermation

Reporting

Data Exchange Message Center

My Personal Information

Message(s) from Access Online

Home

Contact Us

Training

Language Selection:

' American English v |
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Access Transaction List

Approvers will see additional links on these

pages if you use an approval workflow

* Manager Approval Queue
Event Driven Motification =
Order Management Transaction Management * Manager Approval History
Transaction
Management

* Tranzsaction List

R . Transaction List
cocount Information
Reporting / View, review, allocate/reallocate and add comments to transaction information.

My Personal Information

View Previous Cycle

H . i )

ome Presents the Transaction list for the previous cycle.
Contact Us
Training View Pending Transactions

Presents the pending transactions list.

Click Transaction List

View Unmatched Transactions
Presents the unmatched transactions list.
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Search for the cardholder account

nctve Work Queue Transaction Management
System Administration Search & Select an Account

Account Administration
Event Driven Notification
Payment Plus

Order Management Cardholder Account Search

Transaction

Management Search for an account by Cardholder Account Number, Account Unique ID, Name, or Social Security Number.
* Managing Acct List You can also find a cardholder account by first Searching_for a Managing Account.

- Card Account List

« Transaction List

- Manager Approval Queue

- Manager Approval History Account Number (Last 4 digits):

- Extract Administrator Queue
Enhanced Supplier ‘
Management )
Account Information Account Unique ID: iij
Reporting -
Data Exchange OR ‘ ‘
My Personal Information

Last Name (or Vehicle Name): First Name:
Home OF ‘% ‘ ‘

Email Center

Social Security Number:
OR ‘ ‘

Contact Us

Training
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Select the account

ACCOUNT INTormauon Account unique I1w: (i)
Reporting
Data Exchange OR ‘ ‘
My Personal Information

Last Name (or Vehicle Name): First Name:

Home OR | o ‘ ‘
Email Center . .
Social Security Number:
Contact Us
OR ‘ ‘
Training

Click to select the account

Records 1- 25 of 27

Page: 1|2
Product Name Cardholder Name Account Number Account Unique ID Account Status Status Description
Purchasing_ MEGAN A ACKERMAN R4 561 0142-5162-8064-8273 -Open
Purchasing_ LISAALFORD FERERREEE 4579 0142-5162-8022-7126 -Open
Pre-Auth Purchasing. PURCHASING WEST FRREm 629 0459-6161-3620-9332 -Open
Purchasing_ JAMES M ARENA FERERREEE 4587 0142-5162-8017-4905 -Open
Purchasing_ JASON P BAINES FEREREEAEE 46860 0142-5162-8062-6225 -Open
Purchasing_ GARY L BARHORST FRREREE 4694 0142-5162-8083-3592 -Open
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Transaction list

screen

Client Training | Proprietary

Transaction Management
Card Account Summary with Transaction List

Card Account Number: **=*===**1435 KATHLEEN COFFEY Switch Accounts
Card Account ID: 002714854004

Create | Manage ] Managing Acct List ] Card Acct List ] » Trans List ] Manager's Queue |

[-1Card Account Summary

Account Number: ® 1485 Outstanding Orders: $0.00 0
Account Name: KATHLEEN COFFEY Unmatched Transactions: $4,67552553 105
Billing Cycle Close Date: |01/09/2017 v m

Total Transactions: $1,609,108.35 32 Final Approved Transactions:  $0.00 0
Reallocated Transactions $219,556.00 1 % Final Approved Transactions: 0.0% 0.0%
% Reallocated Transactions: 13.2% 3%

® Open Account

[+] Search Criteria Return to top

-1 Transaction List Return to fop

Records 1-25 of 32
Page:1]2

Check All Shown | Uncheck All Shown

Select Status Approval Status Match Trans Posting Merchant City/State
< e a Date Date

O Pending 02/22 02/26 RTD OPERATION DENVER, CO

) Pending 02/22 02/26 RTD OPERATION DENVER, CO

O Pending 02/22 02/23 RTD COPERATION DENVER, CO

O Pending 02/22 02/23 RTD OPERATION DENVER, CO

O Pending 02/22 02123 RTD OPERATION DENVER, CO

O Pending 02122 02/23 RTD OPERATION DENVER, CO
P i n2M12 naro MARTA TRANCSCARDY TINIT ATI AMNTA A

O Pending 02113 0214 PHX PUB TRANS-CNTRL ST PHOENIX, AZ

) Pending 02/09 02112 LAKETRAN TEL4403501000, OH

O Pending 02/09 0212 DART STORE DALLAS, TX

@ Disputed O Matched 4 Exception @+ Reallocated @, @ Trans Detail Level []Upload

Check All Shown | Uncheck All Shown

Records 1-25 of 32
Page: 1|2

Reallocate Mass Reallocate Match to Order Pull Back

Amount

$219,556.00
$54,915.00
$10,323.00
$35,225.18
$17,856.00
$3,900.00

@4 5NN NN

$16,726.00
$6,000.00
$83,536.67

Detail ‘¢ Purchase D

71485
71485
71485
71485
71485
71485

F1AQE

71485
71485
71485

(A%

Attachmi

Eeaeaesasae e

=2 e e
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Top section — summary and filter by billing cycle

Transaction Management
Card Account Summary with Transaction List

Card Account Number; *======1435 KATHLEEMN COFFEY
Card Account ID: 002714354004

Switch Accounts

Create ] Manage ] Managing Acct List ] Card Acct List ] » Trans List ] Manager's Queue ]

[-1Card Account Summary

Account Number: = 1485 Qutstanding Orders: $0.00 0

Account Name: Al EN COFFEY Unmatched Transactions: $4 675,525 53 105
02/09/2017

Billing Cycle Close Date: |01/09/2017 ﬁ

Total Transactions: 51.609.108.35 32 Final Approved Transactions:  $0.00 0

Reallocated Transactions: 2219,556.00 1 % Final Approved Transactions: 0.0% 0.0%

% Reallocated Transactions: 13.2% 3.1%

® Open Account

Client Training | Proprietary
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Top section — filter the list using search

Return to top

Transaction Amount:

All v

Pull Back Eligibility:

5

Purchase ID:

Approval Status:

All

Order Match Status:

v |All v

Disputed Transactions: Reallocated Transactions:

S

Display

23

o

S

Transactions per page

m Reset & Search with Defaults

Client Training | Proprietary

Advanced Search
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View the transaction list

[+] Search Criteria Return to top
(-1 Transaction List Return to fop
Records 1-8of 8
Check All Shown | Uncheck All Shown
Select Status Approval Status Match Trans Posting Merchant City/ State
® @4 Date Date
O Pending 05/23 05/26 GRAYBAR ELECTRIC CLAYTON, MO
O ® Pending 05/21 05/22 UNIVERSAL RADIO INC REYNOLDSBURG, OH
O Pending 05/14 0516 DELL MARKETING L.P. 800-727-1100, TX
] Pending 0513 0515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
] Pending 05/13 0515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
] Pending 0513 0515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
O Pending 05/02 0514 BEST BUY 00009746 RICHFIELD, MN
O Pending 05/11 0513 DELL MARKETING L.P. 800-727-1100, TX

@ Disputed ¢ Matched A Exception @+ Reallocated @, @ Trans Detail Level [ Upload

Check All Shown | Uncheck All Shown

Fecords 1-28of &

Mass Reallocate Match to Order Pull Back

Client Training | Proprietary

Amount

$389.00
$32.90
$224 57
$255 36
$7 463.15
$2 800.00
$162.00
$2 393 61

Detail ¢ Purchase IC

55132
59132
59132
55132
99132
55132
55132
59132
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Transaction list-Attachments

The padlock icon
displays on approved
and final-approved

transactions.

The attachment

column allows for

uploading receipts

electronically.

Attachment (i

81 &

- IE

Accounting Code (i’

1y
U

334

23340000000000000000|54| 77773

23340000000000000000|54| 77773

The accounting code column displays

the accounting code or multiple

transaction is allocated to.
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View the transaction details

[+] Search Criteria Return to top
(-1 Transaction List Return to fop
Records 1-8of 8
Check All Shown | Uncheck All Shown
Select Status Approval Status Match -Trans -Fosting Merchant City/ State
® @4 Date Date
O Pending 05/23 05/26 GRAYBAR ELECTRIC CLAYTON, MO
O ® Pending 05/21 05/22 UNIVERSAL RADIO INC REYNOLDSBURG, OH
O Pending 05/14 0516 DELL MARKETING L.P. 800-727-1100, TX
] Pending 0513 0515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
] Pending 05/13 05/15 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
] Pending 0513 0515 CTI TRUCK SERVICE INC. OKLAHOMA CITY, OK
O Pending 05/02 05114 BEST BUY 00009746 RICHFIELD, MN
O Pending 05/11 0513 DELL MARKETING L.P. 800-727-1100, TX

@ Disputed ¢ Matched A Exception @+ Reallocated @, @ Trans Detail Level [ Upload

Check All Shown | Uncheck All Shown

Fecords 1-28of &

Mass Reallocate Match to Order Pull Back
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Amount

$389.00
$32.90
$224 57
$255 36
$7 463.15
$2 800.00
$162.00
$2 393 61

Detail ¢ Purchase IC

55132
59132
59132
55132
99132
55132
55132
59132
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View
details,
Dispute,
Approve a

transaction

Client Training | Proprietary

Transaction Management
Transaction Detail

Card Account ID: 002551324043

| Card Account Number: **=*=*****=*5132 PAULINE WILLIAMS PRUITT l

Transaction Summary

Status Match Trans Date Posting Date Merchant City, State/Province Amount Detail & PurchaselD @& Attachment
05/23 05/26 GRAYBAR ELECTRIC CLAYTON, MO 385.00 55132 U]

(§) Disputed (") Maiched J Excepion (A% Resliocsied [ Upload

( Summary [ Match | Allocations r User Line ltems r Comments r Approval History r Client Data r Custom Figlds

Ine Summary Eo snows nign-iever ransacuon niornmauon.

The review status cannot be changed because the review day limit has been reached.
To approve and forward the transaction, click "Approve "
To initiate a dispute, click the "Dispute” button

Accouni
9999999

Click the paperclip to attach a

receipt here or from the

transaction list.

Dispute information only reflects the last
dispute filed for this transaction. More
information available in Dispute History

+1 Dispute History

== Back to Transaction List

Transaction Reference Information
Date: 05/23/2018 Billing Cycle: Open
Purchase ID: 55132 Posting Date: 05/26/2018
Total Amount: 368.00 Reference Number: 55457375357279017625069
Memo Post: Yes Authorization Number: 031738
Sales Tax: 0.00
Freight: 46.34 . N - N §
Sumimany | Maich | Allocations | User Line liemz | Comments | Approval History | Client Data | Custom Fields |

Merchant
Name: GRAYE
City, State/Province: CLAYTON, MO
Transaction Type: MASTERCARD MC Currency

PURCHASE Billing Currency: U.S. Dollar
MCC Code: 5065 Source Currency: U.S. Dollar
MCC Description: WHOLESALE ELEC Source Currency Amt: 388.00

PARTS

Dispute Sales Draft Requests
* none
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Additional and ongoing resources
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Navigate to Training

0Ebank Access Online

] [

Chat With Us Log Out

o o e Welcome to Access Online

Active Work Queue

System Administration

Account Administration

Transaction Management

Account Information

Reporting

Data Exchange Message Center

My Personal Information
Message(s) from Access Online

Home

Contact Us

Training

Click Training

Language Selection:

| American English v |

Client Training | Proprietary
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Review different resource types

Open a topic>subtopic to find

Access® Online I ¥ »
Web-based training essons, user guides, quic

references, videos, and certifications.

Find a specific item or topic

Homa

Learming topes

el Chargs ross CoOmmercial Administrator s US| ng the Sea rCh fu nCtIOﬂ .

o . -
=I'rul - . . i - . m

Login and paiswonds'!

Lagin aned pawreath

l:, I Ledsans ™M Uier paides
L ! o e etk . i

Filter the list, if desired.

{udck referance Videau

:"' \ Cartifcafiona

Click a resource name to

open the resource, including

a certification exam.
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Wrap up

Now that you have completed this session, you should be able to:

AN N N N N

Navigate Access Online

View My Personal Information

View account information and statements
View cardholder processes

View transactions

Locate additional training and resources
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